National Institute of Standards and Technology

Business System

Request for access to the Travel System (Travel Manager)
This form is used to obtain access to a NIST business system.  Please complete the user information block below.  In order to be accepted, this form must be signed by your Group Leader, Division Chief or Administrative Officer, you may not sign your own form.  Even though there is no charge for use of the facility, a valid project and task must be included to enable us to report the usage of the system properly. When complete, send this form to:




Rich McKay






Building 411, Room A110 STOP 1630



Gaithersburg, MD 20899-1630



Fax:  301-975-8658
Direct questions to Pamela Gorres at (301) 975-8591.

For questions on form, please contact:  ____________________________________ Ext: _____________

Name:              _________________________________________________________________________

Mail Stop:       _____________Bldg/Room:    ________________   Phone Extension: _________________
Division:         _________________________   Project/Task: ____________________________________

User Name:            ​​​​​​​​​_______________________  (see: http://acctnew.nist.gov/usernameSearch/ )
VIN:             ​​​​​​​​​​​_______________________  (see: Appendix A of the Travel Manager 9.0 Preparer’s Manual, http://www-i.nist.gov/admin/dcfo/finance/travel_group/Travel_Manager_9_Preparers_Guide_ver2.pdf)
Travel Function: CHOOSE ONE

(e.g., traveler, document preparer, approver)

In addition, all applicants for an account on a NIST business system must have on file a signed document acknowledging that they have read the NIST Policy on IT Resources Access and Use (To verify check:  http://acctnew.nist.gov:8080/cert/searchFormCERT.jsp  if not on file, to complete go to: http://www-i.nist.gov/cio/itsd/pp_nist/policy/policy_accnuse.html ).  Applicants who have not completed this signature page or refuse to sign the signature page or who fail to abide by the security policies will be denied access to the NIST business system.
Division Approval:

Printed Name:  ​​​​​​​​​​​​​​__________________________________________
Signature:   _____________________________________________

Date: _______________

BSD Approval:  _________________________________________ 

Date: _______________




    Rich McKay




For Use by the Business Systems Division





  Responsibility:	[    ] Document Preparer	


		[    ] Approver


		[    ] Application Administrator


	[    ] DBA


		[    ]  _____________________________________________








  Completion Date:  _________________  By:  ___________________________________________________








